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Course:  Job Search

Unit:  Employment Sources

[image: image5.wmf]Lesson:  Where to Look for Jobs

Competency Objectives:
The adult learner will know where and how to obtain employment information.

Suggested Criteria for Success:
The learner will get employment information from each of the following sources:  the Newspaper, Government Agencies, via Telephone, Networking, Employment Agencies, Employment Security Commission, and the Internet

Suggested Materials:
 Pens or pencils and paper

 Chalk/markers black/white board

 Federal Wage Law Information

 Department of Labor Dictionary of Occupational Titles

 Local newspapers and Trade Magazine(s)

 Local telephone books

 Telephone sets for role play

 Handouts

 Internet access/search engines

Suggested Resources:
 Any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts.  Some material may need to be modified for ESL lessons. 

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has information on job readiness and search topics at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 The Employment Security Commission of North Carolina at http://www.ncesc.com/.  Click on Individual Services.

Suggested Methods:
 field trips, tours, scavenger hunts

 guest speakers

 class discussions/presentations

 collection and review of literature from local employment sources

 individual and small group activities

Some Suggested Steps
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The following Word Definition Activity can be repeated throughout this lesson, changing or increasing the number of vocabulary words with each game repetition.

1. Write one word or term per small piece paper.

2. Write one definition per small piece of paper.

3. Place words/terms in one paper bag and definitions in second bag.  (Lacking bags, you can make two separate piles on table)

4. Learner draws out one piece of paper and gives either the definition for the word drawn or the word for the definition drawn.

Divide the class into groups or teams for this activity.  Teams win points for correct answers.  In the case of incorrect answers, the paper is returned to bag.  (You can create your own version of activity.)
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Suggested Vocabulary
alien

employment requirements

occupation codes

visa

alien registration card

job listings

application 
social security card/number
resident status

Use the Word Definition Activity above.

As you teach this Domain, you may want to include a scavenger hunt, guest speakers, shadowing, information interviews, and learner or group visits to various sites.

Help Wanted Ads.  Introduce a sample Want Ad section from a newspaper.

Suggested Vocabulary:
newspaper
blind ad

want ads

application
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Distribute newspaper Want Ads sections to students or use overheads/handouts of sample ads (page attached).  Using one or more sample ads, explain the make up of a want ad, emphasizing and explaining the meaning of common abbreviations found in want ads.  For starters, some abbreviations are
pref.
sal.
mfg.
min.
co.
ph.
immed.
req.
PT
nec.
wk.
w/
qual.
exp.
FT
yrs.
appt.
ref.
dept.
edu.

Allow learners to choose an ad from the Want Ads to explain in detail to the class.  This can be an individual or pairs activity.  Respond to learners’ questions.

Play word games such as matching words and abbreviations, word seeking using the newspaper ads, matching words and definitions, spelling bees.

Assign learners to small groups and ask each person to select an opening that interests them from Want Ads.  Ask learners to explain why they chose the ad and what their next step would be to apply for the job.

Discuss blind ads and whether to avoid them.  Also talk about responding to mailbox requests in ads. 

Government Employment:  Federal, State, County, City 
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	Suggested Vocabulary:
Department of Labor

Federal Employment

State Employment

County Employment

City Employment


Employment Security Commission 




Organize a scavenger hunt.  Create a list of the various local/regional government employers and give specific information for learners to gather at each location. (i.e. brochures, pamphlets, names of contact people).  Assign learners to work groups for this activity, with each group collecting information from specific employers and making an oral presentation to the class.  In the presentations students should (1) tell what they learned from their visits, (2) share the materials they collected, and (3) give directions (from the class location) to the office(s) they visited.

Another approach would be to invite a speaker from one or more government offices to give an overview of employment opportunities in their area and to discuss the requirements for obtaining a job with a government system.  Guest presentations may lead to various follow up topics that can be examined by the class.  Allow the class to choose follow up topics for study and review.

Shadowing and information interviews are additional activities for consideration.

[image: image11.wmf]The Telephone.  Get local telephone books for class use.  Obtain telephones sets  for class practice sessions and for teaching demonstrating proper telephone techniques.  (Some Bell South, and AT&T local businesses will make these available to institutions for training.)

Suggested Vocabulary:
telephone
personnel office

message




dial tone

Human Resources
voice

Ask learners to locate specific employers (as you name them) in the yellow pages.  Ask each learner to locate a local business that interests him/her.  Share the businesses selected by the learners by making a list on the board that all copy in their Journals.

Describe and give examples of three situations where a telephone contact can be useful to obtain information for a job.

1.  Blind contact – to locate an opening that is not advertised  

2.  Referral contact – the learner has been informed of a company opening by another person

3.  Ad Response contact – a call to pursue a local job listings

Demonstrate correct telephone usage, including telephone etiquette, word usage, correct caller identification, and polite closure.  Pair the learners one-on-one or create work groups.  The assignment is to compose a script for contacting at least one employer.  Use the scripts for telephone technique classroom practice.  Distribute the Telephone Checklist (attached) to use in evaluating individual progress.

Journal Work:  Ask each student to apply their newly-learned telephone techniques for contacting an employer to obtain employment information.  Learners should write the script (in their Journal) before calling, and make (Journal) notes of the information gained.  Allow the learners to share their findings with the class at a subsequent meeting.  Questions from classmates about the information they obtained may help individuals refine their techniques.

[image: image12.wmf]Networking.  Define the term Networking. Explain its relevance to finding a job.  Give an example (perhaps a personal one) of what a “networking system” is, and tell why it is important to have one when seeking a job.  Networking systems for employment may vary, for example, from networking systems for raising children.

Other Suggested Vocabulary:
support

community
relationships





resources
friends

family





co-workers

Ask learners to list the individuals in their lives who are a part of their networking systems.  A circle chart is attached.  Direct the learners to place themselves in the center circle on the chart and group the people who constitute their networking system in the concentric circles that surround the center.  In most cases individuals with whom the learner feels most comfortable, i.e. family and friends, will be positioned closer to their own circle.  Once the learners have completed their charts, have each student explain his/her chart, i.e., why did they choose a person and what role does that individual plays in their life.

Employment Agencies.  Describe the services and purposes of employment agencies and explain the different types:  public and private, temporary and permanent.  Distribute attached handout.
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     Suggested Vocabulary:




temporary


permanent

full time
part time 

Social Security card/number
resident

alien registration card

work permit

personal identification card
work records

driver’s license


health records

job title



education records

job duties


experience

skills
training

Assign learners to visit local agencies to obtain and share information with class.  You may also opt to invite guest speakers from agencies to present an overview of agency purpose and explain the procedures for services.  

Employment Security Commission. 

Suggested Vocabulary:
appointment

job counselor

employment counselor
case manager


Employment Security Commission

[image: image14.wmf]Assign learners the project of planning an information visit to the local Employment Security Commission.  Learners should plan the visit with the instructor’s guidance, perhaps with small groups taking responsibility for different parts of the project.  The objective of the visit is to obtain information on the available services, specific criteria for qualifying for services, and purposes of the Commission’s activities.  A secondary objective is to find out the personal data and paper work requirements needed to receive services from the Employment Security Commission.

Arrange to meet with a representative from the local Commission  at the ESC or as a guest in the classroom for an overview of the process and activities that employment seekers can expect to encounter when seeking assistance from ESC.

Lead class discussion on the information obtained in the interview, pamphlets, brochures, and other materials from the local Employment Security Commission. 

Internet.
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 Employment
World Wide Web



Internet Links
listings




Privacy Policy
disclosure
Two of the many job search books to assist you in using the internet are

The Quick Internet Guide to Career and Education Information

Using the Internet and the World Wide Web in Your Job Search.

Discuss the kinds of information available to learners from web sites.  Assign learner groups to create a list of companies they would like to know more about.  Then have the groups obtain information from internet sources.  A starter list of sites is attached.  Ask the groups to present their findings to the class.  

Talk about some potential problems of internet usage.  Review and discuss privacy issues.

You may want to invite a computer expert to class to discuss and explain internet access, demonstrate how to “surf” the web, and talk about internet/privacy issues. 

HELP WANTED ADS

______________________

Receptionist/Human Resources Assistant

Duties Include:
· Greeting Customers

· Answering the  Telephone

· Coordinating

· Assisting Payroll

· Some Administrative Task

Minimum Qualifications:
· HS Diploma

· 3 years experience

· Experience with Excel, MS Word.

Apply at the Human Resources office at: 1111 S. Church St. 

Wine, NC 27215

_________________________________

Restaurant Management Position


Pizza experience a plus. 


Call 1-800-987-2689.

_________________________________

Experienced Landscaper

Local company.  Must have valid NC driver’s license.  Fax résumé to 

589-032-8917 or email information to

plants@3minds.com

________________________

The Cookery


Now Hiring! Servers: Full and Part Time for 1st, 2nd, 3rd shifts.


Cashiers: 2nd shift.


Drug Test required.


Apply at:


1589 Blazedell Rd.


Whatchacallit, NC   tel:687-1236

_________________________________

General Maintenance


Applicant needs a good understanding of electrical appliances and general plant maintenance. A competitive wage & benefit package is available for the successful candidate.


Apply at:


Employment Security Commission


2726 S. Mebane St.


Whynot, NC

_________________________________

Now Hiring!


Checkers and line servers.  Must be willing to work weekends. Tasty Cafeteria  World Mall.\  Apply in person from


10:30 a.m.-2:30 p.m.

Telephone Checklist

_____  Put a smile in your voice.

_____  Speak clearly.

_____  Identify yourself.

_____  Don’t sound tired or angry.

_____  Don’t speak in a monotonous tone.

_____  Be enthusiastic and show your interest.

_____  Talk directly into the mouthpiece.

_____  Come to the point.

_____  Don’t be overconfident or brag.

_____  Don’t ramble.

_____  Be prepared to write information down.  Have a pen and paper before you call.

_____  Don’t talk down to the person who answers the telephone.  Be aware of personal feelings.

_____  Thank the person at the end of the call.

Networking

Networking invites other people to help you with your job search by giving you job leads, by telling you about resources to help with your employment search, and by giving you referrals (names) to expand your job-search network.

1. To begin networking, make a list of your friends, relatives, co-workers, and acquaintances.

2. Contact the people on your list.  Let them know about your job search and ask them for help learning about job openings based on your job objectives.  Ask them for names of other people that you can contact for job leads.

3. Contact the people they suggest.

4. Call to tell your network contacts when you get a new job.  Thank them for their help.

MY JOB SEARCH NETWORK



The Employment Agency

An employment agency is an organization or business that helps people find work.

1. The employment agency registers employers who have specific job needs.

2. The employment agency recruits, screens, and refers skilled job seekers that match the employer’s requirements for a job opening.

Private Employment Agencies

· privately owned

· licensed by the State or City 

· charge a fee

· the fee may be paid by the employer, or by the job applicant, or by both.  Ask. 

· some charge a fee to help a person job search

· some are job-specific

· some require the job seeker to sign a contract to receive services.  Be sure you read and understand before signing.

Public Employment Agencies
· usually are operated by the government.

· register a selection of companies and job seekers

· offer a variety of services to assist the job seeker with the job search

· exist to help people find a job

· do not charge a fee. 

Permanent Employment Agencies

· licensed by the State or city 

· if privately owned, will charge a fee

· the fee is paid by employer, or job seeker, or both.

· can be job-specific or can offer a variety of employers and job opportunities

· usually require a contract agreement signed by job seeker

· a position that is established, long term, with benefits is considered a permanent position

Temporary Employment Agencies  

· contract with an employer who has a specific, short-term job need 

· the employer pays the agency to recruit, screen, and refer a skill-specific employee to work a job opening for a set period of time at a set salary.  (Once that job is finished, the employee is no longer needed.)

· the job seeker is usually paid by the agency

· Positions may be full or part time (40+ hour a week or less)

CAREER AND JOB INFORMATION

America’s Job Bank


http://www.ajb.dni.us
Career Net



http://www.careers.org
Career Cite



http://www.careersite.com
Hot Jobs



http://hotjobs.yahoo.com/
Monster



http://www.monster.com
Job Bank USA


http://www.jobbankusa.com
Internet Career Connection

http://www.iccweb.com
Triad Careers



http://www.triadcareers.com
College Grad



http://www.collegegrad.com/career
US Department of Labor

http://www.dol.gov
North Carolina Job Bank

http://www.ncesc.com/
NC Careers 



http://www.nccareers.org
WS Newspaper


http://www.journalnow.com 

Raleigh Newspaper


http://www.newsandobserver.com
Help Wanted 



http://www.helpwanted.com
Employment Resources

http://www.employment-resources.com/
NC Career Resources


http://www.careers.org/reg/crusa-nc.html
Daily Times News


http://www.thetimesnews.com


Course:  Job Search

Unit:  Employment Sources

Lesson:  Where to Look for Jobs

SUGGESTED RESOURCES
from Mitchell Community College Instructors
Newspapers.  

We have embarked on a partnership with our local newspapers.  They have a program entitled Newspapers in Education.  Through the Newspapers in Education program, public, private, and charter schools receive the newspapers along with a teacher’s guide and access to many educational and employment opportunities.  We receive papers once a week.

Contact your local newspaper or check the following website for additional information.

· http://nieonline.com/  Newspapers in Education (NIE) program description and contact information.

Books.  

We also use the text Using the Newspaper.  ISBN# 0-84-28-9736-4.  Publisher: Cambridge

Websites.  

In our HRD department, we have a liaison that networks with the employment security commission.  Students can also access their website http://www.ncesc.com/ from computers with internet access.  Other job search web sites are given below.

www.flipdog.com 




www.cfnc.org
www.statesville.com




www.classifiedmarketplace.net
http://careers.yahoo.com




www.wetfeet.com
http://jobsearch.careers.msn.com



www.career.com
www.journalnow.com




www.hotjobs.com
http://www.wsoctv.com/employment/index.html

www.monster.com
http://www.salisburypost.com/



http://www.careerbuilder.com/
www.jobs.com
http://www.charlotte.com/mld/charlotte/classifieds/employment/
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